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Punchout Item 
 
NC E-Procurement @ Your Service and the State of North Carolina have worked with suppliers to create 
punchout websites containing negotiated State of North Carolina term contract items.  These punchout 
sites are accessible through the NC E-Procurement term contract catalog.  A punchout site is a website 
created and maintained by the supplier specifically for the State of North Carolina.  Users can access 
supplier punchout sites by clicking the ‘Shop Supplier Catalog’ button.  This allows buyers to punchout, or 
leave, the system to view term contract item(s) on the supplier’s website.  Users do not need to enter a 
new user ID or password to enter the supplier’s punchout site.  The supplier’s webpage will automatically 
recognize users from NC E-Procurement @ Your Service. 
 
Once the buyer has selected items on the supplier’s website, the items are automatically transferred back 
into NC E-Procurement @ Your Service as line items on the eRequisition.  Once completed, the purchase 
order will be delivered to the supplier using the NC E-Procurement Service. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Conduct a catalog search for the supplier’s punchout site.   

 
Note:  Users may enter ‘punchout’ to view all available punchout sites. 
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2. Click the ‘Shop Supplier Catalog’ button to access the supplier’s punchout website. 

 
Note:  Some supplier punchout sites may be blocked if the browser security settings are set too high.  
Please check with your agency’s IT department before making any security setting changes. 
 
Note: The individual suppliers maintain their own Supplier punchout sites.   NC E-Procurement 
maintains a list of current punchout sites and their availability.  This list can be found on the NC E-
Procurement @ Your Service website by following the below link: 
http://www.ncgov.com/eprocurement/asp/section/helpdesk/punchout_catalog_status.asp.  If a 
supplier’s punchout site is unavailable, NC E-Procurement Service will update this page with ordering 
instructions for the particular vendor. 
 

Since the individual supplier creates their own punchout site, each site may differ in appearance and 
navigation; however, each site will have the same basic logic.  When shopping on a punchout site, users 
will add the desired items to the shopping cart and ‘submit’ the shopping cart back to E-Procurement.  
Once the checkout process is complete on the punchout site, the items will appear on the E-Procurement 
eRequisition. 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ncgov.com/eprocurement/asp/section/helpdesk/punchout_catalog_status.asp
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3. Complete the eRequisition by entering any additional information. 
 

Note:  Based on the supplier, some punchout line items will not return with a pre-determined 
commodity code.  For these line items, users must edit the line item and add the appropriate 
commodity code. 

 
Note:  To make changes to line items from a punchout site, the user must return to the supplier’s 
punchout site.  To do so, click on the description of one of the listed line items. 

 
 

The punchout icon differs 
from the catalog and non-
catalog line item icons.  
Place the cursor over the 
icon to determine what type 
of line item has been 
added. 


